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conrmandl I Dívision:

Central Division I Central
Number:

401
Evaluated by:

Serqeant Scott Goddard
Date:

0611112009
Assisted by:

SSA Sandv Padilla
Date:

0611112009

::::::::::::::::::::::::::::::::::::::=::::::=:::=:::=::=:====:::=:::::::
INSTRUCTION anks as indicated,
applicable legal on via the "Remar
discrepancies a and addressed to t

Furthermore, th action(s) taken' lf p

lnspection, the "Follow-up lnspection" box shall be marked and only Oencient iterys neeO

Lead lnspector's Signature:

-d €.2ç--

TYPE OF INSPECTION

fi Division Level fl Command Level

f] Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
l-l Yes X ruo

lJ Follow-up lnspection W Date:

0611112009

For applicable policy, refer to. HPM 1 1.1, Chapter 22

1 ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes nruo ! ¡un Remarks:

2. ls a CHP 78 Contract Request used for one{ime
seryices exceeding $4,999.99? tr Yes XNo I ¡yn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning wìth the requestíng command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes X trlo E ¡yn Remarks: Tracking numbers are

assigned bY the OPI

4. ls the performance of contract services monitored
and documented? X Yes E t¡o T ru¡N

Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes fl t¡o n N/A Remafks:

6 Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes D t'lo ! ru¡n
Remarks:

7 ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes n ¡lo ! ru¡n Remarks:

B Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1,1,
Chapter 22, before forwarding the CHP 78 or CHP
784?

n Yes DNo X rula Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-,WAY PATROL

)MMAND INSPECTION PROGRAM
l¡.¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes nNo Xvn Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes ! tlo Ivn Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g , review
progress reports and interim products)?

X Yes nNo nvn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes ENo n N¡n Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I Yes nNo n ru¡n
Remarks:

14 Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes lNo E ru¡n Remarks:

15 ls the fÍnal invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes nNo fl N/A
Remarks:

'16 Are all applicable form sections of the CHP 78
completed? X Yes ! I'lo nvn Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring ímmediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! Yes nNo X ruln Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nruo fl N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes nNo X ru¡n Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes l-l tlo X ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PAÏROL

)MMAND INSPECTION PROGRAM
Irr¡SPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 , ls the length of the contract amendment request
more than one year? ! Yes nruo X N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? I Yes fl No X ruln

Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

totalcost?

tr Yes XNo I ¡un Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes !No XruN Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

n Yes nNo Xvn Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Se¡vice
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellufar, satellile, and regular)
(18) Television Equipment Maintenance and Repair
(1 9)Uninter,ruptible Power Supply Maintenance and Repair

tr Yes INo Xvn Rematks:

CHP 6B0F (Rev 09-oB) OPI 0'10



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes X t¡o T N/A Remarks: OnlY if discrePanc¡es are

noted

28 ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

E Yes D tlo X ¡un Remarks:

29. Are all invoices, records, and relevant documentation
maíntained for three vears after the final payment of
the contract?

X Yes nNo n nln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes E l.,to I N/A Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes fl No I N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
X Yes ENo fl N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes ENo ! ¡un Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes []No n ¡lln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.021)

n Yes E trlo X ru¡N
Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n ves fjNo x N/A Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) ! Yes ENo x N/A RemarKs:

38 Are the requirements for Government Code Section
19130 (a) or (b) documented and justifìed for
personalservice contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

n Yes ENo xvn Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. l,

Ch. 4, Section 4.09)
E Yes XNo n ruln Remarks:
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SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4

Command:

Graoevine l. F.

Division:
Central

Number:

Evaluated by:
Lt. S. A. Netzer

Date:
11116t2008

Assisted by:

N/A
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, ordeficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andiordeficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
Iyes Xruo

[] Follow-up lnspection

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
seryice contracts which are repetitive, regardless of
the estimated dollar value?

I Yes fl No fl ru¡n Remarks:

2. ls a CHP 78 Gontract Request used for one-time
services exceeding $4, 999. gg? X Yes I ¡lo fl N/A Remarks:

3. ls the Office of Primary lnterest (Opl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "Cp" for
contract pavable listed on the CHp 78?

I Yes n ¡lo TruN Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n ¡lo nrun Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes ! t¡o Irun Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

I Yes fl ¡to fl run Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes I t'¡o I ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HpM 11.1,
Chapter 22, before forwarding the CHp 78 or CHp
78A?

X Yes nruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract seryices less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes nruo ! N/A Remarks:

10. ls allwork completed and accepted by the
Department before expiratíon of contract agreement? X Yes !No fl N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes [] tlo fl N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes []No !nn Remarks:

'13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X yes [] tlo fl run Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

I Yes f] t'lo n ru¡n Remarks:

'15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes !ruo fl N/A Remarks:

16. Are all applicable form sections of the CHP 78
completed? I Yes [] lvo n N/A Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes I tto fl NiA Remarks:

'18. Are all employees associated with the management
of a contract compfeting the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes trNo ! rula Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes !wo n ¡lln Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? fl Yes X ¡lo l-l N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALÍFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes X tr¡o !run Remarks:

22. Are amendments requested before the expiration of
the original contract? X Yes ! r,lo I ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Reqllest
inítiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

X Yes E t'lo nrun Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

X Yes D t'lo T ru¡n Remarks:

25. Are California Department of Justice (DO_t¡ and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnslruclor Services (on-site)
(4) Janitorial Services
(5) Consulting Services

X Yes nNo fl N/A Remarks:

26 ls a driver license check conducted for, but not
limíted to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstaltation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Mainienance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) ce and Repair
(9) Maintenance and Repair(J0) Air Conditioning Service
(11)
(12) Offíce Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

fi Yes nruo n ruln I R"r",k'
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes Xruo Trun Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

I Yes !no lnn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three !¡ears after the final payment of
the contract?

X yes nno T N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? fi Yes tr t¡o fl nn Remarks:

31. ls a computer file prepared for all contracts
administered? I Yes nNo lrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
X Yes !ruo tr nln Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nNo !nn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes !no nrun Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and.a schedule
for performance? (SGM Vol. l, Ch. 3, Section 3.02,1)

X Yes I t'¡o tr N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.S)

I Yes !No fl rurn Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) fi Yes tr tlo I ru¡a Remarks

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. t,

Ch. 7, Section 7.05)

X Yes nruo n N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol
Ch. 4, Section 4.09)

tr Yes XNo nvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 o'f 4

Command:

Sonora
Division:
Central Division

Number:

oÕz
Evaluated by:

Jeanie Keaster
Date:

1211912008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieÁ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

I Division Level X Command Level

! Executive Otfice Level D Voluntary Self-lnspection

Follow-up Required:
l-l Yes X trto

l_l Follow-up lnspection Comrffander's Siqnature:,/ -- /H,r-K4"4- 4
Date:

tâ, Iã^:â.log

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes D-No X ¡un Remarks: Many of the following
contracts are handled by Pete Conejo
in the Facilities Section.

2. ls a CHP 78 Contract Request used for one-t¡me
services exceeding $4, 999, 99? n Yes nNo X f.,l¡n Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning wìth the requesting command
three-digit location code used, followed by "CP" for
contract oavable listed on the CHP 78?

n Yes nruo X ruln Remarks:

4. ls the performance of contract services monitored
and documented? X Yes nNo Ll N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? tr Yes nNo X ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

n Yes nno X N/A Remarks;

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes DNo I ru¡n Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 I .1 ,

Chapter 22,before forwarding the CHP 78 or CHP
784?

X Yes nxo nvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contrac'ts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes nNo X N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes n ¡lo nrun Remarks:

11. Are contract servìces performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

X Yes I tlo fl ¡lln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nruo ! ru¡n Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X ves nruo n u¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes tr t'to n N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and fonrvarded to Fiscal Management
Section for payment?

X Yes nruo nvn Remarks:

'16. Are all applicable form sections of the CHP 7B
completed? X Yes nruo X uln Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes fl No X ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X Yes lNo n ruln Remarks:

19, Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes E trto K N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes I tlo X uln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? tr Yes D ¡¡o XruN Remarks:

22. Are amendments requested before the expiration of
the original contract? n ves n f,¡o X N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in

total cost?

n Yes XNo tr ruln Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes nno Xvn Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes E t'to ! uln Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(1 2) Otfice Machine Maintenance and Repair
(1 3) Pa¡nting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(1 7) Telephone Services (cellular, satellite, and regular)
(1 8) Television Equ¡pment Maintenance and Repair

(19)Unintenuptible Power Supply Maintenance and Repair

I Yes DNo X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and flngerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes n ¡lo Evn Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes tr l.to X ruin Remarks:

29, Are allinvoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nNo I Nln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes Xuo fl N/A Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes trNo X ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
I Yes nuo X ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes I trto n ru¡n Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

tr Yes tr tto X Nln Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, l, Ch. 3, Section 3.02.1)

n Yes nruo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol, l, Ch. 3, Section 3.02,5)

E Yes []No Xvn Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes nruo I Nin Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

E Yes nNo X Nln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch.4. Section 4.09)
I Yes X t¡o I r.¡ln Remarks:
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STATE OF CALIFORNIA
DEPARÎMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLlST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

BUTTONWILLOW
(426\

Division I

CENTRAL

Number:

Evaluated by:

MARIA PAGANO. OFFICER
Date:

1 1-1 9-08
Assisted by:

LORIE BERGER I 1 -1 9-08

=:=-=:: 
: := ::-::: 

- 
--:-::=::=:-==::::--:::=::::::::::::===:-:==-::::::L ::::=::

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via lhe "Remarks" section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signalure:

-,U
Follow-up Required:

!yes Xruo
LJ Follow-up lnspection Commander's Signature;

Zä.*- ø
Date:

tt 260
For applicable policy, refer to: HPM 1 1.1, Chapter 22

L ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated clollar value?

X Yes fJ ruo ! n¡n Remarks;

2, ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? X Yes Iruo ! ru¡n Remarks:

3, ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit looation code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes fl No n ruln Remarks:

4, ls the performance of contract services monitored
and documented? X Yes ! ¡¡o n ¡¡le Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes ! ¡¡o tr ¡¡ln Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes n ¡lo Trun Remarks:

7, ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes X t'lo n ¡yn Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1,
Chapter 22, beÍore forwarding the CHP 78 or CHP
78A?

X Yes D trto n ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements

Contracts

9. Rre requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited Processing?

K ves X tlo E ruln Remarks:

10. ls all work completed and accepted by the

Department before expiration of contract agreement? X Yes I llo !run Remarks:

t1. nre contract services performed according to the

quality, quantity, objectives, timeframes, and in the

rnanner specified in lhe contract (e.9., review
progress reports and interim products)?

X Yes fNo n ¡lin Remarks:

12 Are invoices for paymenlreviewed and approved to

substantiate expenditures forwork performed and to
prevent penalties being assessed?

X Yes !No Irun Remarks:

13. Are contract expenditures monitored to ensure there

are sufficient funds to pay for all services rendered
as required bY contract?

XYes I fJtlo nvn Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?
X Yes I tto fl N/A Remarks:

ls the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for paYnrent?

1s
X Yes D trlo n ru¡n Remarks:

16. Are all applicable form sections of the CHP 78

completed? X Yes Iruo n N/A Remarks:

1l . Oo emergency conlracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to

mitígate the loss or impairmentof life, health,
property, or essential public services?

X Yes nruo fl N/A Remarks:

'lB. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloYee, form?

X Yes nruo I NiA Remarks:

19 Are problems concerning the contractor's
perforrnance fully documented in writing and made a
part of the contract manager's contract fiie?

X Yes n ¡lo ! ru¡n Remarks:

2A ilre contract amendmentrequest clollar amounts'
increased more than 30%? ì Yes X trlo l-l vn Remarks:
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.STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPËCTION PROGRAM
INSPECTION CHECKLIST
Chapter' 3, Command Procurements

Contracts

Zf ts the length of the contract amendment request
more than one Year? ! Yes T ru¡N

Remarks:

22. Are amendments requested before the expiration of

the original contract? X Yes n ¡lo TruN Remarks:

23.ls a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost'i

n Yes X llo E n¡n Remarks:

24. Do conference room rental cosis exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes INo fl N/A Remarks:

m Are California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver iicense checks conducted for ali of
the following types of agreements:

(1) Avionics Maintettance and Repair
(2) Helicopter Maintenance and Repair
(3) lnshuctor Services (on-site)
(41 JanitorialServices
(5) ConsultingServices

! Yes !No X ru¡n Remarks: CONDUCTED BY
HEADQUARlERS

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallalion
(4) Diesel Generator Malntenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Mainlenance and Repair
(g) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
('1 1) Laundry/Linen Service
(12) OÍfice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipmenl Mainlenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

D ves ! trto X ru¡N Remarks: CONDUCTED BY
HEADOUARTERS
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements

Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Comrnander review?

X Yes ! ¡¡o nvn Remarks:

Z¿ ts CSU advised by the command to determine if

adverse inforrnation discovered is grounds for
canceling the conlract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes INo n N¡n Remarl<s:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes INo fl N/A Remarks:

30. ls a log sheet maintained for a diary of activities
' related to the contract? D Yes X ¡to n N/A Remarksr INVOICE RECEIVED AT

THE TIME THE SERVICES WHERE
RENDERED

31 , ls a computer file prepared for all contracts
administered? ! Yes I t'¡o X ruln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes X trlo I N/A Remarks:

33, ls the notification to the contractor documented for
the start date for services to begin? ffi ves INo [] N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the

completion of the contract?
X Yes !No x N/A Remarks: COIvIPLETED BY

HEADQUARTERS

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, l, Ch. 3, Section 3.02'1)

! Yes tr t¡o X N¡N Remarks:

36, Does the contract file contain the STD. 4 Contractor
EvaIuation form for constlltant contracts?
(SCM Vol. l, Ch, 3, Section 3.02'5)

! Yes tr ¡lo X Nln Remarks:

37. Does Contract work only begin after approval of the

final contract? (SCM Vol. 1, Ch. 4, Seclion 4'09) X Yes I t'¡o ! ru¡a
Remarl<s:

38. Are the requirements for Government Code Section
19130 (a)or (b)documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch, 7, Section 7.05)

E Yes !No X N/A Remarl(s:

39. Are any contract payments made prior to the final
approval and execution of the contract'/ (SCM Vol. I'

Ch. 4, Section 4.09)
tr Yes X tto nvn Remarl<s:
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STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Fort Teion
Division:
Central

Number:
430

Evaluated by:

C, Whitty, 12228
Date:

11t12/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual ¡tems with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Rernarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective aclion(s) taken, lf this form is used as a Follow-up
lnspeclion, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

fJ Division Level fi Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

(*/lÅfu
Follow-up Required:
f-l Yes X ruo

Lj Follow-up lnspection ""Wl'ffïJ¡, Date:

l-¡s-ß
For applicable policy, refer to: HPM 1 1.1, Chapter 22

ll ¿

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estirnated dollar value?

X Yes fl t'¡o n ru¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? X Yes nNo E ru¿N

Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "Ele¡
contract payable listed on the CHP 78?

X Yes nNo X ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n ¡¡o fl N/A Remarks: Landscape contract is

under review for poor service.

5. Are allcopies of correspondence with the vendor
maintained? X Yes !No [] ru¡n Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-pedormance of the vendor?

X Yes nNo ¡ N/A Remarks: Parking Iot repairs and
paint repairs were documented.

7 . ls the final product to be delivered described
specifically and in as much detail as possible
CHP 78?

then X Yes Iwo I ¡l¡n Remarks

8. Are all reguired levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.'1 ,

Chapter 22, before forwarding the CHP 78 or CHP
784?

X Yes nruo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months frorn the anticipated stañ date of the contract
pre-approved by Assistant Commissioner, Statf, for
expedited processing?

n Yes nruo X u¡n Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreernent? X Yes E trlo I ¡ln Remarks:

1 1. Are contract services performed according to the
quality, quantity, objectives, tirneframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

I Yes n rvo tr N/A Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes D tlo n N/A Remarks:

'13, Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes n ¡lo n ¡ltn Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contracl before approving the
final invoice?

X Yes XNo nun Remarks:

'15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes f] tt¡o I ru¡n Remarks:

'16. Are all applicable form sections of the CHP 78
completed? X Yes []ruo n ruln Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes I tlo Xrun Remarks:

18, Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes I t'¡o ! ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes nruo nvn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30o/o? l-l Yes l-l ¡lo X NiR Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? I Yes !ruo X ruln Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes nNo x N/A Remarks:

23. lsa service contract on a CHP 78, Contract Request
in itiated for a ny corn me rcial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

! Yes nruo X ruln Remarks:

24. Do conference roorn rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

! yes ! ¡¡o X ruln Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finoerpnnt
checks and driver license checks conducted for all of
the following types of agreernents:

(1) Avionics Maintenance and Repair
(2) Helicopler Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

I yes n ¡,lo X N/A Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repait
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Mainlenance and Repair
(1 3) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Powe¡ Supply Maintenance and Repair

n Yes nruo X ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND I NSPECTION PROG RAIVI
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are alldriver license and fingerprint information
fon¡øarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes n ¡lo X ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e , adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes nNo X ru¡n Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

I Yes nNo I ruln Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes INo nrun Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes K tto nrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
I ves KNo ! ruln Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes XNo f ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

fi Yes trNo n N/A Remarks:

35, Do consultant services contracts of $'1 ,000 or more
contain detailed perforrnance criteria and a schedule
for performance? (SCM Vol l, Ch. 3, Section 3.02.1)

! yes fltlo X ¡iN Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation forrn for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes ENo X ruln Remarks:

37, Does Contract work only begin after approval of the
final contract? (SCM Vol, 1, Ch, 4, Section 4.09) X Yes INo IruN Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7,05)

n Yes n ¡lo X N/A Remarks:

39 Are any contract payments rnade prior to the final
approval and execution of the contract? (SGM Vol. l,

Ch. 4, Section 4.09)
fl Yes X tlo n NiA Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECÏION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Hanford Area
Division:

Central Division
Number:

Evaluated by:

Douq Puder, lD 10045
Date:

11t24t2008
Assisted by. Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies wlth policy,

applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the nexl level of command.
Furthermore, the Exceptions Document shall include any follow-up and/orcorrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECÏION

! Division Level El Command Level

E Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

, 
LTì

Follow-up Required:
iF Yes [-l trlo

lJ Follow-up lnspection Date:

11124t2008

For applicable policy, refer to: HPM 1 1.1, Chapter 22
\

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

n Yes X tlo [f, N/A

Remarks: No CHP 78 forms could be
located. Facilities Section has
initiated and renewed soon to expire
contracts involving our facilìty,

2 ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? E Yes I ¡lo ñ, ru¡n Remarks. No CHP 78 forms could be

located

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

! Yes E tto $rurn
Remarks: No CHP 78 forms could be
focated.

4. ls the performance of contract services monitored
and documented? I Yes E trlo fl N/A

Remarks: Contract servtces have
previously been monitored, but have
not been documented

5. Are all copies of correspondence with the vendor
maintained? Sves E ¡lo n ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

I Yes nruo ñva Remarks: None could be located.

7 ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

tr ves !ruo p rurn Remarks: No CHP 78 forms could be
located.

B Are all required levels of approvalisignature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1'1 1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

X Yes INo p rurn Remarks: No CHP 78 or CHP 784
forms could be located.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated staft date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes D t'lo filNrn
Remarks:

'10. 
f s allwork completed and accepted by the
Department before expiration of contract agreement? n Yes nNo I nln Remarks: Unable to determine

11 Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified ín the contract (e.g , review
progress reports and interim products)?

n Yes nno E N/A

Remarks: A uniform review of
contract services has not been
routinely performed prior to this
inspection. Consequently, I am
unable to definitively respond to this
question.

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

M Yesr tr tlo ! ¡un Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes MNo E N/A Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

D Yes ñruo E N¡n Remarks

15. ls the final invoice identifÍed and approved, as
appropriate and fonvarded to Fiscal Management
Section for payment?

lK Yes ! tlo ! N¡n Remarks

16. Are all applicabf e form sections of the CHP 78
completed? n Yes nruo ffi Nrn Remarks: No CHP 78 forms could be

located.

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

f Yes E l'lo klNln Remarks: No emergency contracts
could be located

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

E Yes Vl NoF-s n N¡n Remarks:

19 Are problems concerning the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
! Yes nNo ñl u¡n Remarks. No documented problems

could be located.

20. Are contract amendment request dollar amounts
íncreased more than 30%? l-l Yes R t¡o I n¡n

Remarks: Only one (1) increase
found to increase janitor's pay
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ff Yes nno ! Nln

Remarks: Contract was amended to
increase the janitor's pay from
7 Io1 12006 to 6/30/2008.

22 Are amendments requested before the expiration of
the originalcontract? þ ves ENo I ¡yn Remarks:

23. ls a service contract on a CHP 7B Contract Request
initiate d for a ny com mercia I meetin g/conference
room rental which is expected to exceed $4,999,99 in
total cost?

! Yes n ¡lo lX vn Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes tr f,¡o M N¡n Remarks:

25 Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the folfowing types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanÌtorial Services
(5) ConsultingServices

p ves [] ¡lo [] NiA Remarks: Checks were run on the
employees of our current janitorial
service provider.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, íf
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Moniloring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) D¡esef Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundryi Linen Service
(12) Olfice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(1 9)Uninterruptible Power Supply Maintenance and Repair

E Yes n f.¡o ñ ruln Remarks: None of these types of
contraclors are scheduled to be "on-

site" at the Hanford Area office for
more than 30 days
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COIVIMAND INSPEGTION PROG RAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
foruvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes E tlo tr N/A Remarks: Have not previousfy
forwarded this information to Contract
Services Unit (CSU)

28 ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

I Yes n ¡lo R4 ¡¡rn Rernarks: No one has any
recollection of this occurring recently

29. Are all ìnvoices, records, and relevant documentation
maintained for three Vears after the final payment of
the contract?

ffi ves DNo I rutn Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? ! Yes ìR ruo I n¡n

Remarks: HPM 'l 1.,f, Chapter 22,
Section 16 recommends this practice

but does not require it

31. ls a computer file prepared for all contracts
administered? n Yes Flruou- ! ¡lln

Remarks: HPM 11.1, Chapter22,
Section 16 recommends this practice

but does not require it

32 ls a spreadsheet prepared listíng all expenditures?
I Yes E tlo !vn

Remarks: HPM 1 1.1, Chapter 22,
Section 16 recommends this practice

but does not require it.

33 ls the notification to the contractor documented for
the start date for services to begin? ffi ves I trlo !run Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

fJ Yes KNo TruN Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedufe
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! ves !No Vl ¡yn Rernarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol l, Ch. 3, Section 3 02.5)

! Yes ! r,lo Vl ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch 4, Section 4.09) MYes ! tlo E ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

! ves ! ¡lo R ¡¡IN Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4, Section 4.09)

I Yes Éro Ivn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
::::::::=:=:::::==::===::::==::::=:::::::::=:::::::::===::::::::::::::::::=::::::
INSTRUCTIONS: This document shall be typed. Check appropríate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
numberoftheinspectionintheChapterlnspectionnumber. Under"Fon¿vardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due date. Ihis document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used Íf
additional space is required.

Command:

Hanford Area
Division:

Central Division
Chapter:

3 - Contracts
lnspected by:

Douq Puder, lD 10045
Date:

11t24t2008

TYPE OF INSPECTION

X D¡vis¡on Levet ffi Command Levet

I Executive Office Level

K Corrective Action Plan lncluded

! Appeal lncluded

I Attachments lncluded

Follow-up Required:

pves n ruo

Forward to:,ENRAL Dç{NSA
pommander's Signature:

Ll-

Date:

11124t2008
Due Date:

C hapter,'l'nspeCtion : :

lnspector's Comments Reqarding lnnovative practices:

None identified.

Command estions for Statewide lmorovement:

The forms provided for this evaluation, as well as the instructions for completing these forms, are not
adequate to ensure a uniform review of this subject has been conducted', As currently written, the
instructions for completing this form allow for responses which arefar too subjective to provide a
meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufficiently expanded so as to make them very
spec¡fic, comprehensive and easy for the lnspector to understand, The instructions should list exactly
which documents or processes need to be examined, they should list specifically what the lnspector
should be looking for, and they should provide solid examples of what is appropr¡ate and what isn't
appropriate. The instructions should be written in sufficient detail so as to make the inspection forms
"stand alone" documents. References to other publications (i.e., SAM manual, Government Code,
Department policy, etc., ) may be provided to answer obscure questions that may arise. However, an
lnspector should definitely not be required to reference these types of sources on a routine basis in
order to complete the inspection forms.

Lastly, ltems 30-32 ask questions regarding practices which are recommended in HPM 11.1, Chapter
22, Section 16. Doe the failure to comply with recommended pract¡ces constitute an exception? This
is confusing.

NS or's Findinqs:

See Attachment (Page 4).
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STAÏE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Hanford Area
Division:

Central Division
Chapter:

3 - Contracts
lnspecled by:

Douq Puder, lD 10045
Date:

11t2412008

Commander's Res

Concur with lnspector's fìndings.

lns or's Comments:

N/A

Corrective Action Plan/Timeline

Sergeant Frank Smith, lD 10376, will be responsible fororganizing all of ourfiles related to contracts.
Each contract wifl have its' own individual file. Each of these files will ìnclude a copy of the current
contract, all ínvoíces assoc¡ated with that parlicufar contract, a log upon which all contacts with the
contractor can be documented, copies of all correspondence with the contractor, and copies of CHP 7BS
forms for each employee who manages any aspect of that parlicular contract.

Having all contractfifes organized in the aforementioned mannerwill allow for a relatively quick review of
the terms of each contract. This will allow our contract manager to verify all contracted services are
being provided in the proper manner. The organ ization of all contract files within the Hanford Area will
be accomplished by Februa ry 1 , 2009. This will be verified by a review of all contract files by the Area
Commander.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Hanford Area
Division.

Central Division
Chapter:

3 - Contracts
lnspected by:

Douq Puder, lD 10045
Date:

11t24t2008

I PiÖcess: ''(À;;ppeais shalt.bef¡ted w¡thín,'f¡ue(Slbasine.ss:dals¡of th è,completed'inài,pt", in"peètíon1'"i,'';,. ' '

Commander's Basis for Aooeal.

N/A

A I Review/Decis¡on: Íhis shal be the ontv tever of

^ff)Lr,u,¿> Date:

11/24/2008

ponding nature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

lnspector's Findings:

Hanford Area's contract files were not organized in a manner conducive to per-forming a quick and
systematic review of each contract. The following general discrepancies were noted during this
inspection:

. Copies of all contracts were kept in a single file by Sergeant Smith. This file contained copies of
a number of expíred contracts. Additionally, the file did not contain copies of all current contracts.

. Copies of invoices associated with the aforementioned contracts were filed in a separate location
by Ms. Cynthia Gonzales, lD A055Bg, Hanford Area's Ofiice Manager.

Note: The arrangement described above made it virlually impossible for any individual to
accurately monítor the quality and quantity of services being provided in accordance with
the terms of any individual contract.

The aforementioned discrepancies were broken down more specifically as follows:

. Failure to separate each contract into its' own file.

. Failure to file invoices with the appropriate contract.

. Failure to include a form in each contract file upon which to document contacts with the
contractor.

. There was no centralized listing of all contracts which would allow anyone to quickly reference the
contract information and verify the beginning and expiration dates of each contract.

. There was no way to determine if problems with any parlicular contract were documented.
Additionally, any steps taken by the Hanford Area to correct problems with the contractor were
not documented.

. Failure to include a completed CHP 78S form in each individual contract file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Madera
Division:
Central

NumbeÍ:
4s0

Evaluated by:

Lieutenant D. Paris
Date:

12t22t2008
Assisted by: Date:

::::::::::::=:=:=::::::=:::::===:::::::::::==:::::=:::==::::::::::::::=::=::::::=
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required: I l-l rottow-up Inspection

l-l Yes X t,lo I

Date:

rzl¿L/4ll

For applicable policy, refer to: HPM 11.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

fi Yes INo nrun Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? n Yes trNo X ruln Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 78?

X Yes !No E N/A Remarks:

4. ls the performance of contract services monitored
and documented? I Yes E llo tr ¡un Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes I t¡o n ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes n ¡lo tr N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo I ¡r¡n Remarks:

L Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, belore forwarding the CHP 78 or CHP
7BA?

! Yes n ¡lo X ruln Remarks:
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Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n Yes n ¡lo X ruln Remarks:

10, ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes nNo f, ¡¡ln Remarks:

11, Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes XNo ENn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes ENo fl N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

E Yes trNo X ru¡n Remarks: OPI

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes n ¡lo Erun Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes nruo [run Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes Iruo E N/A Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! Yes nNo X ¡ln Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

! Yes nNo X ruln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes nNo E N¡N Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? E Yes l-l tlo X ru¡N Remarks:
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Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? X Yes ENo X ruIN Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes E t'¡o X ruln Remarks:

23, ls a service contract on a CHP 78, Contract Request
in itiated for any com mercial meetin g/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes E tr¡o X ruln Remarks:

24, Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes E ¡lo x N/A Remarks;

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

! Yes !No X ruIN Remarks:

¿o ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1 ) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Ma¡ntenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) LaundryiLinen Service
('12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumb¡ng Serv¡ces
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
('17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unlnterruptible Power Supply Maintenance and Repair

X Yes nNo tr ¡¡ln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes nNo x N/A Remarks;

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes !No Xvn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes !No I N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? I Yes fJ trlo X ¡¡ln Remarks:

31. ls a computerfile prepared for all contracts
administered? X Yes ! l.lo Xrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes ENo X ruIN Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? I Yes !ruo X ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes fl l.¡o X ruln Remarks:

35. Do consultant services contracts of $'1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3,02.1)

I ves X l.¡o X ruln Remarks:

36. Does the contract file contain the STD, 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. [, Ch. 3, Section 3.02.5)

I Yes I Irlo X N¡n Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol, '1, Ch. 4, Section 4.09) I Yes I tlo n n¡n Remarks:

38. Are the requirements for Government Code Section
19'130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7.05)

! Yes !ruo X ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4. Section 4.09)

I Yes nno X ruln Remarks:
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STAÏE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Comrnand Procurements
Contracts

Page 1of4

Command:

Mariposa
urvrsr0n;

Central
Numþer:

455-08-002
tsvarueteo Þy:

Sgt. Edward Greene, #1 1281
Date

12t24t2008
Assisted by;

OSS-1 Carrie Smith, #A5258
Date:

12t24t2008

^**ñ;;;;;: i,î*='ì,Æilffi ;".-ñ;:,#,;ilî'="=';;.;^:,"1ãil^lio,T,ä;.Jñ;;l==
applicable legal statues, or deficiencíes noted in the inspections shall be commented on via the "Remarks" ôection. Additionally, sucfi'
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, lhe Except¡ons Document shall include any foflow.up and/or corrective action(s) taken, lf this form is used as a Follow-up
lnqpgqllq4.llq Ïqllowup lnspection" box shatl be marked and onlv defìcient items need to b'e re-inspected.

TYPE OF INSPECTION

I Division Level ffi Command Level

I Executive Otfice Level ! Voluntary Self-lnspection

Lead lnspector's

Fo

f
low-up Required;
Yes X ruo

[-J Follow-up lnspectíon 11"")ïxL Dale:

tz'zj-og
For applicable policy, refer to: HPM 1 1.1, Çhapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts whích are repetitive, regardless of
the estimated dollar value?

X Yes nruo ü n¡rn Remarks;

2. ls a CHP 78 Contract Request used for one-time
services exceeding S4,99g. 99? ! Yes X trlo n ¡un Remarks;

3, ls the Office of Primary lnterest (OPl)tracking
numbering begÍnning with the requesting command
three-digit location code used, followed by "Cp-!ql
contract pavaþl.e listed on the CHP 78?

XlYes lJ No E ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? X yes nruo ! N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes E t-lo T N/A Remarks:

6, Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes [ru0 n ru¡n Remarks.

7, ls the final product to be delivered descríbed
specifically and in as much detail as possibte in the
CHP 78?

X Yes nruo [ ru¡n Remarks:

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1,1,
Chapter 22, before forwarding the CHP 78 or CHp
7BA?

X Yes Druo n ru¡n Rema¡ks;
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STATE OF CALIFORNIA
DËPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract seruices less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

E Yes nruo X ru¡n Remarks:

10, ls all work completed and accepted by the
Department before expiration of contract agreement? ffi Yes fltrlo ! ru¡n Remarks:

11. Are contract services performed accordíng to the
quafity, quantity, objectives, timeframes, and ín the
manner specifíed in the contract (e.9., review
progress reports and interim products)?

X Yes Druo []run Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work per-formed and to
prevent penaltíes being assessed?

fi Yes nruo [ ruln Remarks:

13. Are contract expenditures monitored to ensure there
are sufiiciç.nt funds to pay for all services rendered
as required by contract?

X Yes I tlo [ ¡un Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

fi ves ENo T ru¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruarded to Fiscai Management
Section for payment?

I Yes nruo ! ru¡n Remarks:

16. Are all applicable form sectÍons of the CHP 78
completed? I Yes ! tlo I rura Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and ímminent danger, requiring [mmediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes E lvo ! rule Remarks:

18. Are alt employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X ves fl r.¡o n ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes [ ¡¡o n rula Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? E Yes X t'lo l-l run Rernarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Contracts

21 , ls the length of the contract amendment request
more than one year? ! ves Xno nrun Remarks:

22. Are amendments requested before the expiration of
the original contract? ffi Yes Eruo E N¡a Rema¡ks:

23 ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,ggg.g9 in
total cost?

! Yes ! t¡o X ru¡n Remarks;

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes fl No X ¡¡¡N Remarks.

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) fingerprint
chq.cls and driv.er license checks conducted for all of
the following types of agreements:

(1) Avioniæ Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-síte)
(4) JanitorialServices
(5) Consulting Services

D Yes !wo X uln Rernarks:

26. ls a dfiver licençe g-tæ_cl conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and F¡re Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generalor Mainlenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher ServÍce
(8) Garage Door Maintenance and Repair
(9) Graphic Arls Equipment Ma¡ntenance and Repalr
(10) Healing, Ventilat¡on, and Air Condítioning Service
(1 1) Laundry/Linen Service
(12) Office Maohine Maínlenance and Repalr
(13) Pa¡nting Services (interior of facility)
(14) Plumb¡ng Services
(15) Scale Ma¡ntenance and Repaír
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (ceilutar, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)uninterruptible Power Suppfy Maintenance and Repair

X Yes nNo [ ru¡n Remarks:
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STATE OF CALIFORNIA
DËPARTMENT OF CALÍFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
lNSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
fonvarded to Contract ServÍces Unit (CSU), along
with the contract number for retentjon after
Cornmander review?

X Yes fl ruo n ru¡n Remarks:

28. ls CSU advised by the command to deterrnine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes lNo n ru¡n Remarks:

29. Are allinvoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes nNo D ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes X tlo n u¡n Remarks:

31. ls a computer fíle prepared for all contracts
administered? ffi ves nruo ü ru¡n Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes I tto n ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes n ¡¡o ilnn Remarks:

34, ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

ffi Yes nruo trvn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3,02.1)

I Yes ! tlo Xrun Rernarks:

36. Does the contract file contain the STD, 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch, 3, Section 3.02.5)

n Yes INo Xrun Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vof , 1, Ch.4, Section 4,09) X Yes INo ü ¡¡¡n Remarkg:

38. Are the requirements for Governrnent Code Section
19130 (a) or (b) documented and justified for
personal servrce contracts? (GC f 9130 & SCM Vol. l,
Ch. 7, Section 7.05)

X Yes nruo n ¡¡¡n Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vot.
Ch, 4, Section 4.09)

n Yes XI tlo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CATIFORNIA HIG'-íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,
applicable legal statues, or deficiencies noted in lhe inspections shall be commenled on vía the "Remarks" section. Additionally, such
discrepancies andlor defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall ínclude any follow-up andlor corrective action(s) taken. lf this form ls used as a Follow-up
lnspectio4 lhe 'Follow-up lnspection' box shall be marked and only deficient Ítems need to be re-inspected.

12117t2008

TYPE OF INSPECTION

fl Division Level I Command Level

fl Executive Office Level flVotuntary SelÊtn Li
Follow-up Required;
IYes Rruo

lJ Follow-up lnspection
c

comrnãnder's stgnarure. ,/ / fuø It-,M i

For applicable policy, refer to: HPM 1 1,1 , Chapte t 22 ¿

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes [] t¡o ! ru¡n Rômarks:
is needed

Only when a new contrect

2, ls a CHP 78 Contract Request used for one-time
services exceeding $4,999,99? I Yes D tlo n N/A Remarks

3. ls the Office of Primary lnterest (OPt)tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract oavable listed on the CHP 78?

I Yes I t¡o n ruln Remarks: All of our contracls are
existing and a CHP 78 was used on
initial request

4. ls the performance of contract services monitored
and documented? ffi Yes fl t¡o !run Remarks: E file and placed in lolder

5. Are all copies of correspondence with the vendor
maintained? ffi Yes nruo n ru¡a Remarks:

6 Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

I Yes n ¡,lo n N/A Remarks:

7 ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I Yes fl ¡'lo n ru¡n Remarks:
is needed

Only when a new contract

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
784?

I Yes fl t¡o n ruln Remarl(s: Faclllties Section

CHP 680F (Råv os-08) OPI 010



Page 2 of 4

STATE OF CATIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

E Yes flruo ú ru¡n

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? I Yes fJ ruo D ¡vn Remerl(s:

i

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

E Yes fl ruo E ru¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I ves nruo n ¡¡ln Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

! Yes Elruo D N/A Remarks: Assumed CSU did thrs lE

there I need to start using a contract,
Delegal¡on Spreadsheet?

14. Does the requestor verify the contractor has fulfìlled
all requlrements of the contract before approving the
final invoice?

I Yes fl tto D rurn Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes n ¡¡o n ruln Renrarks: Via Central Division for
approval

16. Are all applicable form sections of the CHP 78
completed? I Yes D ¡lo n N/A Remarks:

17 , Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and ímminent danger, requiring immediate action to
mitigate the loss or ímpairment of life, heatth,
property, or essential public services?

ffi ves fl tlo ! ruln Remerks:

18. Are all employees assoc¡ated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

E ves E tlo fl rurR Remarks: Will be dolng them for X
numbers and procurement ol goods

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manage/s contract file?

fi ves D tlo ! ruln Remarks: E-Flle, only one so far
Aramark, problems resolved

20. Are contract amendment request dollar amounts
increased more than 30%? n ves El ¡lo Drun Remerks: No amendments made at

commend level

CHP 600F (R€v 09{8) OPI 010
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STATE OF CALIFORNLA
DEPAR'IMENT OF CATIFORNIA HIGÞWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 . ls the length of the contract amendment request
more than one year? ! ves El tto fl rurn Remarks: No amendments made at

command level

22. A¡e amendments requested before the expiration of
the original contract? I Yes Elruo n rurn Remarks: No amendments made at

command level

23. ls a service contract on a CHP 78, Contract Request
in itiated for a n y com mercial meeting/conferen ce
room rental which is expected to exceed 94,999,99 in
totelcost?

n Yes Druo I ¡un Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commíssioner, Staff?

I ves nruo I r.ln Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBf ) fìnoerorint
checks and driver license checks conducted for alt of
the following types of agreements:

(1) Avionics Maínt€nance and Repair
(2) Helicopter Mainlenance and Repalr
(3) lnstructor Se¡vices (on-site)
(4) Janitorial Services
(5) Consulting Services

I Yes ! ¡¡o ! ¡¡ln Rema¡ks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, il
the contractor and/or specifìcally assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera MaÍntenance and Repair
(3) Carpetlnstallal¡on
(4) Diesel Generator Mainlenence and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7') Fire Extinguisher Serv¡ce
(8) Garage Door Mainlenance and Repeir
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Vent¡lat¡on, and Air Conditioning Service
(1 l) Laundry/Linen Service
(12) Offlce Machine Maintenance and Repair
(13) Painting Services (¡nter¡or of factlity)
(14) Plumbing Services
(15) Scale Ma¡ntenance and Repa¡r
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Malntenance and Repair
(19)Untnterruptibte Power Supply Maintenance and Repair

El ves nruo !vn Remerks:

CHP 6SOF (Rav 09{81 OPI O10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-fWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fìngerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes ElNo n ruln Remsrks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contracto/ s
personnel)?

fi Yes nNo ! ¡l¡n Remarks: lf â problem was
discovered. CSU would be contacled.

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

I Yes Eruo nvn Remarks:

30, ls a log sheet maintained for a diary of activities
related to the contract? I Yes !No ¡ N/A Remarks:

31. ls a computer file prepared for all contracts
administered? D ves El ¡lo El run Remarks:

32. ls a spreadsheet prepared listing allexpenditures?
E Yes XNo fl rurn Remarks;

33. ls the notification to the contractor documented for
the start date for services to begin? I Yes fl l,¡o nrun Remarks: Via contracts and Facllities

Sedion

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

ü Yes D t¡o [] ruln Remarks: When needed

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

I ves D ¡lo E N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

! ves fJ ruo I N/A Remarks:

37 Does Contract work only begin after approval of the
fìnalcontract? (SCM Vol. 1, Ch.4, Section 4.09) I Yes fl t',lo n N/A Remarks

38 Are the requirements for Government Code Section
19130 (a) or (tlldocumented and,iustified for
personal service contracts? (Gc 19130 & scM Vol. I

Ch. 7, Section 7,05)

I Yes n ¡lo n N/A Remarks: Comparatlve cosis
analysis CHP 315

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch.4, Section 4.09)
! Yes X tto n N/A Remarks:

CHP6e0F (RêY 0946) OPI 010



STATE OF CALIFORNIA
DEPABTMENT OF CALIFORNIA HIGI-WAY PATBOL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 oI 2

INSTFUCTIONS: This document shall be typed, Check appropriate box€s ag necessary. or fill in lhe blanks as indicated. Enter the chapter
number of the tnspecilon in the Chapler lrnpectlon number. Under "Fonrard lo." enler lhe nexl level of command where lhe document
shall be routed to and ils due date. This documem shall be ulilized lo document lnnovative pracllces. suggestions lor statewide
mprovemenl. ,den

f YPE OF INSPECTION

fJ Division Level EI Command Level

fl Executive Office Level

Follow-up Required:

Yes X ruo

Merced lCentral l3
lns9ecled by I Date

G. LamerSon | 1217r¿ffi8

D Correct¡ve Aclion Plan lncluded

fl Atlacnments lncluded

Total hours expended on the
inspection:

Six hours

Fonvard to:

Due Date: 141812008

Chapter lnspection: Command Procur,e X-numbe Contracts. and Purchases

lnspector's Comments Reqardinq lnnovatíve Practices:
lnspection completed by sgt. Lamerson indicated no follow-up needed.

Command Suggest¡ons for Statewide lmprovement:
Ensure all personnel receive training for all new applicable procedures concerning Command
Procurements.

lnspector's Findings:

Co¡qr¡q@er's Response: El Concur or fl Do lrlol Concuf (Do Not Concur shal document basrs tor response)

lnspector's Comments: Shall address non concurrence by commander (e,g., findings revised, findings unchanged,
etc.)

-rdP 6804 (Bev 02-O9) OPI 010



SIATE OF CALIFOBNIA
OEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 ol 2

Action

Corrective Action Plan/Tímeline

Employee would like to discuss this report wlth
the reviewer.
(See HPM 9,1.

Reviewer discussed this report with

DATE

é
OATE

employee
! Concur fJ Oo not concur

Ll îfi crt'tc¿¡a¡t

lhP gB0A lBev 02-09) OPt 010
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stATË oF cRt-rt=olrnrn
DEPARIIvIENT OF CALIFORI!lA IIIGHWAY PATROT

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

====::::=:==:============E::===l==========:::===========:==:==:======Ç:==--------:

II.,STRUCIIONS: Answer individual ilems with "Yes" or "No" answers, o¡ fill in the blanks as indicaled, Arry discrepancies with policy,

applicablelegal statues,ordeficienciesrìotedintheinspectionsshall becornmerlledonviathe"Remarks"sectlon. Additionally,suclt
discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed to the next level of comrnand.
Furtherrnore, the Exceplions Documenl shall include arry follow-up andlor corrective acl¡on(s) taken. lf lhis form is used as a Follow-up
lnspect¡on, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspecled,

Division

Serqeant Kevin Smith lD 11873
Assisted by:

Officer Tom Melden lD 11735

TYPË OF lI'ISPECTION

! Division Level X Command Level

n Executive Office Level f] Volunlary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
l--l Yes X t"lo

n Follow-up lnspectiorr Commander's Signature:-""""/ßZ-/
For applicab/e policy, refer to: HPM I 1.1, Chapter 22

1. ls a CHP 78 Contract Requestused to initiate all
service conlracts which are repetitive, regardless of
the estimated dollar value?

I Yes trNo X Nrn Remarks:

2. ls a CHP 78 Contract Requesl used for one-time
services exceeding $4,999,99? ! ves nNo ñ N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning wilh the requesting command
three-digit location code used, followed by "CPl'fqr
co{rtract payqble lisied on the CHP 78?

n Yes ! I'to K ruln Remarks:

4. ls the per-formance of contract services monilored
and documented? K Yes !ruo I N/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes ! ¡to I ru¡n Remarks:

6. Are letters for contracts documented and maintained
whìch outline any problems related to substandard or
non-perfornrance of the vendor?

K Yes !No n rurn Remarks:

7. Js.the final product to be delivered described
specifically and in as much detail as possible in the
ctl'P 78?

X Yes I t'lo fl N/A Rernarks:

8. Are all required levels of approval/signature obtained,
including the required docunrerrtation and approvals
for expedite and emergency contracts per HPM 11,1,
Chapter 22,|>etore foruvarding the CHP 78 or CHP
7BA?

ffi ves f t'lo n N/A Rr¿marks:

OJP 6B0F (R(rv Og.O¡.t) OPf 010
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srnrE oF celtFciRrun
DËPARTIvIENT OF CALIFORNIA I],GHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated starl date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! ves !No X ru¡n Remarks:

10. ls allwolk cornpleted and accepted by the
Departmenl before expiration of contract agreement? I Yes [ruo E ruln Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, tirneframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

ffi ves DNo ! ¡¡rn Rernarks:

12. Are invoices for payment reviewed and approved to
substantÍate expenditures for work performed and to
prevenl penalties being assessed?

X Yes nNo ! N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

n Yes f, l.lo Xvn Remarks:

14, Does the requestor verify the co¡rtractor has futfilled
all requirements of the contract before approving the
final invoice?

X Yes trNo ! n¡n Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruarded to Fiscal Management
Section for payment?

E Yes nNo tr rutn Remarks:

16. Are all applicable form sections of the CHP 78
conrpleted? X Yes DNo fl N/A Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminenldanger, requirirrg immediate action to
mitigate the loss or impairment of life, health,
pl'oper1y, or essential public services?

X Yes DNo T ru¡n Remarks:

18. Are all employees associaled with the managenrerrt
of a contract completing the CHP 7BS, Conflict of
lnierest Stater¡ent, Employee, form?

I g, A re p rob I e rn s-co n c Jrn i n g t lr e coî t rilIo / s -=* 
-*

perfornrance fully documented in wriling and made a
pad of lhe contract manager's contractfile?

ffi ves üNo X ru¡n Renrarks:

ffi ves !No I ¡un Rr¿nrarks

20. Are contract anrendment request dollar amounls
increased rnore than 30%? Yes lNo I N¡n Rer¡arks:

C¡iP 0B0F llìcv (Xr.oB) Ol'l 010
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srATE oF cauroÈrutn
DEPARTMENI OF CATIFORNIA HIGHV/AY PA ROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendrnenl request
more than one year? f, ves Druo X ru¡a Remarks:

22. Are amendments requested before the expiratíon of
the original contracl? ü Yes I tlo X ruln Remarks:

23. ls a service conlraclon a CHP 78, Contract Request
initiated for any commercíal meetíng/conference
room rentalwhich is expected lo exceed $4,999.99 in
total cost?

D Yes E l.,lo X ruln Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes nNo E3 Mn Remarks:

25. Are Califor¡ria Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks corrducted for all of
the lollowing types of agreements:

(1) Avíonics Maintenance and Repair
(2) Helicopter Ma¡ntenance and Repair
(3) lnstruclor Services (on-sile)
(4) Janitor¡al Services
(5) Consulting Services

X ves lNo n r.'l¡n
Remarks:

26 ls a driveilicense gheck conducted for, but not
limited to, all of the following types of agreements, if
the conlractor andlor specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) AIanr arrd Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetfnstallalion
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Mainlenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Main[errarrce ancl lìepair
(9) Graphic Arls Equipmen[ Maintenance and Repair
(10) Heating, VentilatioÍì, and Air Conditioning Service
(1 1 ) Laundry/Linen Sorvice
(12) Ollice Maclrine Mairrtenance and Repair
('13) Painling Services (interior ol facility)
( 14) Plurnbing Services
(15) Soale lr4arnlenance and Re¡rair
(16) Stcam Cleaning Services (Carpet, not scales)
(17) 'felephonc Services (cellular, salellite, and regular)
{18) 

'l-elevision Equiprnent lr¡laintenarrco and Repair
( 19)Uninterruptible Power Supply Mainlenance anrJ Re¡>air

ü Yes [ruo X r"un Remarks:

I

I
I

I

I
I
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srATE oÊ cairrohñn 
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DEPARTMÊNT OF CALIFORNIA HIGIJWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contracl number for retention after
Commander review?

! Yes f,ru0 X ruln Remarks:

2B Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contracl (i.e,, adverse driver license
andlor criminal history inforrnation is received
regarding the contractor or the contractor' s
pêrsonnel)?

X Yes tr tlo X ru¡n Remarks:

29, Are all invoices, records, and relevant documentation
maintajned for thr-eg vears after the final payment of
the contracl?

ffi ves f, t'lo ! rurn Rernaiks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes fJ tlo n N/A Rernarks:

31. ls a computer fife prepared for all contracts
administered? ! Yes !No X rurn Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes D tlo X ru¡n Remarks:

33. ls the notification to the contractor documented for
the starl date for services to begin? D Yes ü ¡lo X N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have l¡een received in order to oversee the
cornpletion of the contract?

n Yes ! t'lo X ru¡n Remarks:

35. Do consultant services contracls of $1 ,000 or more
conlain detailed performance criteria and a sclredule
for perl'ormance? (SCM Vol. l, Ch. 3, Section 3.02.1)

D Yes !No X N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evalualion form for consultani contracts?
(SCM Vol. l, Ch. 3, Section 3 02.5)

f, Yes X t¡o X rule Remarks:

37. Does Contractworl< only begin after approval of the
final contract? (SCM Vol. '1, Cl¡.4, Section 4.09) E Yes INo [] ru¡a Remarks

38. Are the requirements for Government Code Section
19130 (a) or (b) docurnented and justified for
personal service contracts? (GC 19130 & SCM Vol. I,

Ch.7 , Section 7,05)

! Yes lNo I N/A Rerlarks

3St. Are any ðintract payments maOe prLor to tlre final---
approval and execution of tlre contract? (SCM Vol l,

Ch.4, Section 4.09)
! ves nno E ruln Remarks:

ct-tP 0tr0f tfìeY 09.00J ol)l 0t0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-íWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencìes noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

Chowchilla
River l.F

Serqeant P.E, Speers # 9724

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level fJVoluntary Self-lnspection

Lead lnspector's Signature:

fz- Át--
Follow-up Required:

lYes Xruo
LJ Follow-up lnspection Date:

1213012008

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estímated dollar value?

X Yes fl t¡o fl N/A Remãrks:

2. ls a CHP 78 Contract Request used for one-time
seryices exceeding $4,999.99? ! Yes fl No x N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tractcing
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes ! t'to ! N/A Remarks:

4. ls the performance of contract services monitored
and documented? X Yes fl t'¡o nrun Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo n ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nuo nve Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo ! ruln Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78'A?

! Yes nNo X ruln Remarks:

CHP 680F (Rev. 09{8) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTT\4ENT OF CALIFORNIA HlGl-fWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

L Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

I Yes n ¡lo X ruln Remarks:

10. ls all work completed and accepted by the
Deparlment before expiration of contract agreement? X Yes E tlo ! N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes I tlo nrun Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes fl No I N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes ! tto !run Remarks:

14, Does the requestor veriff the contractor has tulfilled
all requirements of the contract before approving the
flnal invoice?

X Yes ! tto !NA Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes !No [run Remarks:

16. Are all appllcable form sections of the CHP 78
completed? X Yes fl ¡lo E ru¡n Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes [] t¡o X N/A Remarks:

18. Are allemployees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nNo ! N/A Remarks:

19, Are problems concerníng the contractor's
performance fully documented in writing and made a
part of the contract manage/s contract file?

X Yes nno D ru¡n Remarks:

20. A¡e contract ameodment request dollar amounts
increased more than 30%? [-l Yes l-l lto X N/A Remarks:

CHP 68oF (Rêv 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.íWAY PATROL

COMMAN D INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes fl No X ru¡n Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes !ruo X N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
in itiated for a ny co m mercia I meeting/conferen ce
room rentalwhich is expected to exceed $4,999.99 in
totalcosl?

! Yes !No X N/A Remarks:

24, Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

flYes !No Xrun Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) f noerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avíonics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes nruo n N/A Remarks:

26. ls a driver license check conducted for, but not
limited to, allof the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fíre Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and AirConditioning Service
('l 'l) Laundry/Linen Service
('12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satell¡te, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

n Yes nruo X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PAIROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Ghapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes nNo n ¡ln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes fl tlo nun Remarks:

29, Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes !ruo ! N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nruo nrun Remarks:

31. ls a computer fìle prepared for all contracts
administered? ! Yes fl ¡lo Xrun Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes nNo X ru¡a Remarks:

33. ls the notification to the contractor documented for
the start date for seryices to begin? X Yes nruo nrun Remarks:

34, ls the contractor contacted to determine if all invoices
have been receÌved in order to oversee the
completion of the contract?

X Yes n ¡¡o n ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes X tto !run Remarks:

36. Does the contract flle contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes XNo fl Nln Remarks:

7. Does Contract work only begin after approval of the
finalcontract? (SCM Vol, 1, Ch.4, Section 4.09) X Yes nruo nrun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch.7, Section 7.05)

E Yes I t¡o Xrun Remarks:

Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol. l,

Ch.4. Section 4.09)
n Yes XNo D r.¡¡n

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Proôurements
Contracts

Page 1of4

Command:

Modesto 1465)
Division:

Central Ø01)
Number:

Eva luated-by:

Captain L. Duncan, 13406
Date:

12,15.08
Assisted by:

OSSl H. Koelmans,46008
Date:

12 15.08

:::::::::::::::::=:::====:::::::::=::::::::::::::==:=:::::::::::::::::::::=:::::=
INSTRUCTIONS: Answer individual ilems with "Yes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the "Remarks" seciion, Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Documenl and addressed lo the next level of command,
Furlhermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

tr Division Level

I Executive Office Level

Follow-up Required:
Yes No

X Command Level

! Voluntary Self-l nspection

:or applicable policy, refer to: HPM 1 1,1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

ls a CHP 78 Contract Request used for onelime
services exceeding $4,999.99?

ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

ls the performance of contract services monitored
and documented?

Are all copies of correspondence with the vendor
maintained?

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

2

3

5

7

I

Lead lnspector's Signature:

lZ. l¿'0' g
Follow-up lnspection

Remarks: Tracking numbers are
assigned by the OPI and this
numbering convention is not followed.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by.Assistant Commissioner, Staff, for
expedited processing?

n ves nNo Xvn Remarks:

10, ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes DNo T N/A Remarks:

'1 1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo ! N/A Remarks:

12. Are invoices for payment reviewed and approved to

substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo ! N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sutficient funds to pay for all services rendered
as required by contract?

X Yes nNo n ru¡n Remarks:

14, Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes tr tlo n N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and foruarded to Fiscal Management
Section for payment?

X ves !No nrun Remarks:

16 Are all applicable form sections of the CHP 78
completed? K Yes n ¡lo I Nln Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occutrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I ves nNo X ruln Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X Yes nNo E nln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a

part of the contract managef s contract file?
n Yes nNo Xvn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? [-l Yes [-l ¡to X N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PP.OG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

2'1. ls the length of the contract amendment request
more than one year? ! Yes nNo Xvn Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes nNo X nln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
roorn rental which is expected to exceed $4,999,99 in

total cost?

fl Yes XNo !vn Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes nNo Xvn Remarks:

25. Are California Department of Justice (DOJ) and
Fede¡al Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avìonics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services

X Yes ! tlo []vn Remarks: Janilorial services.

26 ls a driver license check conducted for, þut not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generato¡ Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and RepaÌr
(7) Fire Extinguisher Service
(8) Garage Door Mainlenance and Repait
(9) Graphic Arts Equipmenl Mainlenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(1 2) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(1 4) Plumbing Services
(1 5) Scale Maintenance and Repair
(16) Steam Cleaning Serv¡ces (Carpet, not scales)
(1 7) Telephone Services (cellular, satellite, and regular)
(1 B) Television Equipmenl Ma¡ntenance and Repair

(19)Unintenuptible Power Supply Maintenance and Repair

n Yes [] trlo X N/A Remarks;
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n ves X l,lo n N/A Remarks: Only if there is a

dlscrepa ncy.

28. ls CSU advised by the command to determine if
adverse information discovered is grounds fér
canceling the contract (i,e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

I Yes [ ¡lo X N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears afler the final payment of
the contract?

X Yes !No nrun Remarks:

30 ls a log sheet maintained for a diary of activities
related to the contract? X Yes INo tr rule Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes n ¡lo n N/A Remarks;

32. ls a spreadsheet prepared listing all expenditures?
X Yes !No Ll N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X ves ! t'lo n N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes INo tr ¡un Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for perforrnance? (SCM Vol, I, Ch. 3, Section 3.02,1)

n Yes I tlo X n¡n Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol l, Ch. 3, Section 3,02.5)

I Yes !No X ¡¡IN Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) ! Yes !No X ¡r¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol l,

Ch. 7, Section 7.05)

n Yes INo X ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,

Ch. 4. Section 4.09)
n Yes XNo fl N/A Remarksr
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

Command: D¡v¡s¡on: Number:

Evaluated by: Date:

Assisted by Date.

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal stalues, or defìciencies noted in the inspections shall be commenled on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documenled on an Exceptions Document and addressed to thþ nexl level of command.

Furthermore, the Exceplions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a l-ollow-up

lnspection, the "Follow-up " box shall be marked and only deficient items need lo be re-i

TYPE OF INSPECTION

! Division Level K Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:
Leah Shires, Clerical SuPervisor

Follow-up Required.
l-l Yes X tto

L_J Follow-up lnspection Commander's Signature:
Lieutenant James Swearingen, #1 2068

Date:
04t2212009

For applicable policy, refer to: HPM 1 1.1, Chapler 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes !No Xvn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? D Yes XNo ! N/A Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the request¡ng command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

! Yes XNo nvn Remarks:

4, ls the performance of contract services monitored
and documented? X Yes trno Ivn Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes n ¡¡o fl N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nNo fl N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes INo ! N/A Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1 ,

Chapter 22,before forwarding the CHP 78 or CHP
78A'?

X Yes nNo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGf-fVúAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

n ves n f'¡o X N/A Remarks:

10, ls all work completed and accepted by the
Department before expiration of contract agreement? D Yes Eruo X N/A Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9,, review
progress reports and interim products)?

I Yes nruo n ru¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X ves ENo n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

D Yes DNo X nln Remarks:

14 Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X ves nruo fl N/A Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

D Yes nNo X ru¡n Remarks:

16. Are all applicable form sections of the CHP 7B

completed? X Yes ENo x N/A Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitìgate the loss or impairment of life, health,
property, or essential public services?

ffi Yes fNo n ru¡n Remarks

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes ENo I nln Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a

part of the contract manager's contract file?
X Yes DNo U nln Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? [l Yes [-l trlo Xvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 . ls the length of the contract amendment request
more than one year? tr Yes ! tlo X nln Remarks:

22. Are amendments requested before the expiration of
the original contract? X Yes I tlo n ruln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

tr ves !No X nln Remarks:

24 Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes nNo Xvn Remarks:

25. Are California Department of Justíce (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avion¡cs Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

! ves !No X ruln Remarks:

ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallalion
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interìor of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

n ves n ¡lo Xvn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27, Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n ves lNo X nln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes tr tlo nvn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X ves !No fl N/A Remarks:

30, ls a log sheet maintained for a diary of activities
related to the contract? f Yes n ¡lo x N/A Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes n ¡lo x N/A Remarks:

32, ls a spreadsheet prepared listing all expenditures?
n Yes nruo x N/A Remarks:

33. ls the notification to the contractor documented for
the stari date for services to begin? E Yes nNo X ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes INo X N/A Remarks:

35. Do consultant services contracts of $'1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, l, Ch. 3, Section 3,02.1)

! Yes lNo X ruln Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3,02.5)

! Yes trNo X Nln Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) ffi Yes nruo ! N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal seruice contracts? (GC 19130 & SCM Vol, I,

Ch. 7, Section 7.05)

! Yes INo X N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. l,
Ch. 4. Section 4,09)

! Yes !No X nrn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Coalinoa Area
Division:

Central Division
Number:

495
Evaluated by:

Robert Brunell, lD 14612
Date:

12t1012008
Assisted by: Date:

INSTRUCTIONS: Answer individualitems with "Yes" or "No" answers, orfill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature;

Follow-up Required:
X Yes l_l ¡¡o

l_J Follow-up lnspection Commander's Signature:

?r:=-n
Date:

¿¿-/zz.ly'

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes nNo n N/A Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? n Yes INo ñ N/A Remarks:

3, ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by ".CPiþI
contract pavable listed on the CHP 78?

X Yes nNo ! N/A Remarks:

4. ls the performance of contract services monitored
and documented? E Yes Ino I ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nNo ! N/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

ffi Yes ! tlo n N/A Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo nnn Remarks:

L Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1 ,

Chapter 22,beiore forwarding the CHP 78 or CHP
7BA?

n ves ! tlo X n¡n Remarks:

CHP 680F (RoY 09-08) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contrac{s

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes E tlo fl N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes nruo !run Remarks:

11. Are contract seryices performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

X Yes ! t'lo Drun Remarks:

12, Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes fl No [] N/A Remarks: HVAC vendor, Johnson
Controls, billing inconsistent w¡th
contract.

13, Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes !,No !run Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes nNo n ¡yn Remarks:

15. ls the final invoice identified and approved, as
appropriate and fonvarded to Fiscal Management
Section for payment?

X Yes !no n N/A Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo !ve Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring imrnediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

n Yes I r,lo x N/A Remarks:

18, Are all employees associated with the management
of.a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nNo I N/A Remarks;

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes ! tto ! N/A Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes l-l l.¡o X N/A Remarks;
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! ves !No x N/A Remarks:

22. Are amendments requested before the expiration of
the originalcontract? ! Yes !No X ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
in itiated for any commercial meelin g/conference
room rental which is expected to exceed $4,999,99 in

total cost?

! Yes nNo I ¡,¡ln Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes !No X ntn Remarks:

25, Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-slte)
(4) Janitorial Services
(5) ConsultingServices

n Yes nNo x N/A Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(f ) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) O'Ílice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(1B) Television Equipment Maintenance and Repair
('1 9)uninterruptible Power Supply Maintenance and Repair

! Yes n ¡lo x N/A Remarks: None of the named
personnel are scheduled to be on site
for 30 days or more.
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27. Are all driver license and fingerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

n Yes !No Xnn Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i,e., adverse driver license
and/or criminal history information iS received
regarding the contractor or the contractor' s
personnel)?

n Yes nruo X nrn Remerks:

29, Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nNo !vn Remarks;

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes nruo nvn Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes X tto n N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes X l.to !run Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes Iruo n ¡¡n Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the conhact?

X Yes INo ! rutn Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, l, Ch. 3, Section 3.02,1)

n Yes nNo x N/A Remarks:

36, Does the contract file contain the STD, 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch, 3, Sectlon 3.02.5)

n Yes []ruo Xvn Rema.rks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes ! tlo nrun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,

Ch. 7, Section 7,05)

! Yes n ¡lo x N/A Remarks:

39. Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X f,lo ! ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This documenl shall be typed, Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command where the documenl
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fndings. A CHP 51 Memorandum may be used if
additional space is required.

Chapter:

3 - Contracts

R. Brunell, Sergeant,lD 14612

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

X Corrective Action Plan lncluded

! Appeal lncluded

f] Attachments lncluded

Follow-up Required:

X Yes ! tto

Forward to:

Due Date:

Commander's Signature: Date:

lnspector's Comments Reqardínq lnnovative Practices:

None ldentified,

Command Suqoestions for Statewide lmprovement:

. The functions examined in these inspections are centralized and coordinated state wide by
headquaÉers, The var¡ous roles and responsibilities involved in the procurernent process are
split between Area's and headquartérs un¡ts. At times, there seems to be a lack of knowledge
and understanding on how these processes actually work. For example, HPM 'l 1 .'1 outlines
policy governing serv¡ce contracts, The applicable chapter of this manual covers contracts
initiated by Area personnel, but there is little to no information concerning contracts which
originate through the actions of headquaÉers personnel. ln fact, the majoríty of service contracts
currently in place at the Coalinga Area were initiated by Facilities Section personnel. ln this
example, it would be helpful for Area level users if policy was expanded to incorporate all types of
service contracts, including statewide contracts.

cto/s Findi

Coalinga Area's servíce contract files were reviewed and the following items and/or discrepancies
were noted:

. Executed contract documents were not on file for the Area's photocopier and for shop
clothing.

. There was no centralized computer file for all contracts administered, This practice is
recommended
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lns s Findinqs (continu

. There was no sp'readsheet prepared listing ALL expenditures. This practice is
recommended by policy.

. When the current HVAC vendor, Johnson Controls lnc, bills for service other than quarterly
maintenance, they use an incorrect labor rate of $93.50, The STD, 215, Agreement
Summary, calls for labor to be billed at a rate of $92,00. Similarly, they bill for mileage for
non-quarterly service, There is no allowance for milqage in the Agreement Summary
(refer to Exhibit B, 4, Rate Schedule).

. HVAC invoice number 0811131210 was not listed on the activity log of expenditures,

. There was only one CHP 78, Contract Request, on file at the Area. This CHP 78 was
recently initiated for range services and is currently being processed by Contract Services
Unit (CSU). Otherwise, Area'has not prepared any CHP 78's because all other Area
specific contracts were initiated by personnel outside of the Coalinga Area, primarily Pete
Cornejo, CHP Facility Analyst. The CHP 78's prepared outside of Area are sent to CSU
for processing. Executed contracts are sent to Area without the CHP 78 attached.

o A folder labeled "General" was located which contained miscellaneous approved invoices
for CAL-Card purchases or direct payments,

. Numerous non-contract files and folders were located within the service contracts files.
These folders contained records for other types of procurements such as CAL-Card,
Purchases, and direct billing.

Commander's

Concur with lnspector's findings.
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lnspector's Comments:

None.

Sergeant Larkin Vander Mel will be responsible for organizing all Area files related to contracts, A
centralized listing of all contracts will be created to enable quick reference to contiact information
including effective dates and remaining balances. Each contract file will contain a copy of the current
contract, invoices, a log of expenditures, and documentation related to contract performance and
correspondence with the vendor. This will be accomplished by March 1,2009.

Sergeant Larkin Vander Mel address the billing íssues with Johnson Controls lnc, This will be
accomplished by December 19,2008.
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te:

A I Review/Decision: ffhis shatlbethe ontv levelof

Lead lnspector's Signature: Date:

lzftu/"t
Responding Commander's Signature (for appeal): Date
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